
RESEARCH, EDUCATION, AND ECONOMICS 
AGRICULTURAL RESEARCH SERVICE 

www.ars.usda.gov 
 

“Solving Problems for the Growing World” 
 

VACANCY ANNOUNCEMENT 
 
Announcement Number:  ARS-X5E-0136R 

Demo/Alternative Merit 
Promotion 

 
Position Title/Series/Grade: 

Maintenance Mechanic (Leader) 
WG-4749-10 

Promotion Potential:  WG-10 
 
Employment Type:  Full-time - Permanent 
 
Grade and Salary Range:  

WG-10  $21.24 - $24.82  Per Hour 
 
Location of Position: 
Research Facilities Services, External Services Branch, 
U.S. National Arboretum Team, Beltsville, MD 
  
Who Can Apply (You must include a statement in your 
application that you are a U.S. citizen to be considered for this 
position):  All U.S. Citizens 
 
Opening Date: May 9, 2005 

Closing Date: May 13, 2005 

For copies of vacancy announcements and/or application 
materials, please call (301) 504-1482.  For additional 
information regarding employment opportunities, please 
visit http://www.afm.ars.usda.gov/hrd/jobs/apply.htm. 

 
Contact Information 
 

Human Resources Specialist:   
Liz Parker 
(301) 504-1351 

DC Relay Service:  (202) 855-1234 (TDD) 
 
Send Applications to: 

USDA, Agricultural Research Service 
Human Resources Division 
Attn: Liz Parker 
5601 Sunnyside Avenue, Stop 5104 
Beltsville, MD 20705-5104 

Fax:  (301) 504-1535 
E-mail:  scirecruit@ars.usda.gov 

 
Applications must be received, e-mailed or faxed by the 
closing date of the announcement.  Applications received 
in Government envelopes will not be considered.   
 
Please take advantage of the Application Package 
Checklist at the end of this announcement to ensure your 
application is complete.   
 
For information about the organization and location, visit 
the location's website at . 

Applications will also be accepted from USDA Surplus and Federal Displaced Employees in the commuting 
area.   
 
Please note that all applications must be received in the Human Resources Division on or before the closing 
date of May 13, 2005. 
 
This announcement has been amended and reissued to modify the requirement to have a second grade 
stationary engineer's license.  Applicants must now be able to obtain this license within 120 days of 
appointment to the position. 
 
If you previously applied, you do not need to resubmit your application.  You will receive consideration based 

http://www.afm.ars.usda.gov/hrd/jobs/apply.htm


on the modified requirement. 

Major Duties: 
You will provide maintenance mechanic services on-site at the main campus of the U.S. National 
Arboretum in Washington, D.C., including operating, maintaining, troubleshooting, and repairing 
mechanical, electrical, and plumbing systems.  You will also operate heavy mobile equipment and 
vehicles with auxiliary attachments, such as dump trucks, front end loaders, road graders, skid loaders, 
tractors, and similar vehicles for snow removal and other purposes.  In addition, you will serve as the 
leader of a team providing maintenance and other services at the Arboretum.  Leadership 
responsibilities include assigning work, setting the work pace, providing technical guidance, 
demonstrating proper work methods, serving as liaison with the supervisor to report work status and any 
possible delays or problems, checking on work in progress and on completion, and ensuring safety rules 
are followed.  The team includes 2 maintenance workers, 1 motor vehicle/tractor operator, and 1 
laborer, who also operates a motor vehicle.  Equipment serviced includes gas-fired, low-pressure, 
steam, and oil-fired hot water boilers; pneumatic heating and cooling controls; solid-state electronic 
heating and ventilating controls; power generators; 400+ acres of irrigation system lines; 169-ton 
centrifugal chiller; split system heat pumps and air conditioners; lower temperature growth chambers; 
and refrigeration systems. 

Working Conditions and Other Considerations: 
HOURS OF WORK 
In general this position is scheduled to work Monday through Friday on a day-time schedule.  However, 
this position has been designated as essential/emergency.  You will be required to report for duty during 
emergencies, critical periods, or during when the government is closed due to inclement weather or 
other reasons.   
 
PHYSICAL/ENVIRONMENTAL CONDITIONS 
Work requires considerable physical effort,  including working on systems that are in hard-to-reach or 
cramped spaces, frequent stooping, kneeling, bending, and working in tiring or strenuous positions.  
Work is performed in offices, greenhouses, laboratories, walk-in coolers, mechanical rooms, crawl 
spaces, etc.  Most work is done in ambient weather conditions, i.e., high humidity and temperatures up 
to 100 degrees Fahrenheit in greenhouses in summer and cold, often wet conditions, in winter.  
Incumbent may be subject to burns, electrical shocks, cuts, and bruises, and severe temperature changes. 
 
CERTIFICATION/LICENSURE REQUIREMENTS 
Obtaining a CDL, Class B or higher, with air brakes endorsement within 60 days and a Second Grade 
Stationary Engineer's license  within 120 days of being appointed to this position, and maintaining these 
licenses while in the position are conditions of employment.   Possessing and maintaining current 
Universal CFC certification is also a condition of employment. 

Qualifications Required:  Your education and experience will be evaluated against all qualification 
requirements (basic and any additional requirements) listed below. 

Basic Requirements 
Applicants must have experience and/or training of sufficient scope and quality to perform the 
duties required.  Applicants will be rated in accordance with their knowledge and skill in the job 
elements listed below. 
 



1.  ABILITY TO PERFORM THE WORK OF A MAINTENANCE MECHANIC IN THE 
HEATING, VENTILATION, AND AIR CONDITIONING AND RELATED TRADES 
WITHOUT MORE THAN NORMAL SUPERVISION.  (This is the screen-out element.  
Applicants who are not rated satisfactory on the screen-out element will not be rated on the 
remaining elements.) 
 
2.  Ability to lead a team. 
 
3.  Knowledge of equipment assembly, installation, repair, etc. related to the work of this position. 
 
4.  Ability to perform the technical practices (theoretical, precise, artistic) related to the work of 
this position. 
 
5.  Ability to interpret instructions, specifications, etc. (includes reading blueprints). 
 
6.  Ability to use and maintain tools, equipment, and measuring instruments used in the work of 
this position. 
 
7.  Knowledge of materials used in the work of this position. 

If qualifying all or in part based on your education, please submit a copy of your college 
transcripts OR a list of college courses with credit hours, dates completed, and grades received.  If 
this information is not provided, your education may not be appropriately evaluated and you may 
lose consideration for this position.  If your qualifications are based in any part on education and 
you are selected for this position, you will have to provide an official copy of your academic 
transcripts prior to entering on duty. 

Additional Requirements: 
Must be able to lift and carry 50 pounds.  A PHYSICAL EXAMINATION IS REQUIRED FOR 
ALL APPOINTEES WHO ARE NEW TO THE AGENCY PRIOR TO APPOINTMENT. 
 
CERTIFICATION/LICENSE REQUIREMENTS:   
 
All applicants MUST...  
1) be able to obtain a valid Commercial Driver's License (Class B or higher) with air brakes 
endorsement to operate government vehicles weighing more than 26,000 pounds within 60 days of 
being appointed to this position; 
2) be able to obtain a Second Grade Stationary Engineer License within 120 days of appointment 
to this position; and  
3) provide current proof of possession of Universal CFC Certification. 
 
SUPPLEMENTAL QUESTIONNAIRE 
 
Applicants are required to complete the attached supplemental questionnaire.  Applicants who fail 
to complete and submit the questionnaire will not receive further consideration for the position. 



SUPPLEMENTAL QUESTIONNAIRE 

Maintenance Mechanic (Leader) (External Services Branch), WG-4749-10 

ARS-A5E-0136R 

NAME:  ______________________________________________________ 
 
1.  ABILITY TO PERFORM  THE WORK OF A MAINTENANCE MECHANIC IN THE HEATING, 
VENTILATION, AND AIR CONDITIONING AND RELATED TRADES WITHOUT MORE THAN 
NORMAL SUPERVISION.  (This is the screen-out element.  Applicants who are not rated satisfactory on the 
screen-out element will not be rated on the remaining elements.) 

 

Indicate your overall skill and ability level in each of the following items 1a through 1e.  Please check only the level 
that best represents your overall level of expertise.  Feel free to add any additional information in a separate 
statement to amplify your skill and ability levels and/or to describe experience in any other trades not covered here. 
 
1a.  HEATING EQUIPMENT INSTALLATION, MAINTENANCE, REPAIR, AND TROUBLESHOOTING FOR 
BOILERS, HEAT PUMPS, PROPANE, RESISTANCE, AND ELECTRIC WATER HEATERS.   
 
___ Expert (independent performance of a broad range of installation, maintenance, repair, and troubleshooting 
experience for a variety of commercial or industrial heating systems, including non-standard systems and/or 
instructing others in these activities.) 
 
___ Journeyman (independent performance of a full range of installation, maintenance, repair, and troubleshooting 
for standard commercial or industrial heating systems) 
 
___ Skilled Worker (performance under general supervision of a variety of standard installation, maintenance and 
repair activities for commercial or industrial heating systems; OR a full range of activity for residential systems) 
 
___  Helper/Trainee/Apprentice (have been closely supervised in performance of work such as installation of some 
parts, routine maintenance, and/or repair activities for commercial/industrial or residential heating systems) 
 
 
1b.  VENTILATION EQUIPMENT INSTALLATION, MAINTENANCE, REPAIR, AND TROUBLESHOOTING 
FOR VENTILATION SYSTEMS AND VENTILATING CONTROLS. 
 
___ Expert (independent performance of a broad range of installation, maintenance, repair, and troubleshooting 
experience for a variety of ventilating equipment and controls for commercial or industrial ventilation systems, 
including non-standard systems and/or instructing others in these activities.) 
 
___ Journeyman (independent performance of a full range of installation, maintenance, repair, and troubleshooting 
for standard commercial or industrial ventilation systems) 
 
___ Skilled Worker (performance under general supervision of a variety of standard installation, maintenance and 
repair activities for commercial or industrial ventilation systems; OR a full range of activity for residential systems) 
 
___  Helper/Trainee/Apprentice (have been closely supervised in performance of work such as installation of some 
parts, routine maintenance, and/or repair activities for commercial/industrial or residential ventilation systems) 
 
 



1c.  AIR CONDITIONING (AC) EQUIPMENT INSTALLATION, MAINTENANCE, REPAIR, AND 
TROUBLESHOOTING FOR AIR CONDITIONING SYSTEMS. 
 
___ Expert (independent performance of a broad range of installation, maintenance, repair, and troubleshooting 
experience for a variety of AC equipment and controls for commercial or industrial AC systems, including non-
standard systems and/or instructing others in these activities.) 
 
___ Journeyman (independent performance of a full range of installation, maintenance, repair, and troubleshooting 
for standard commercial or industrial AC systems) 
 
___ Skilled Worker (performance under general supervision of a variety of standard installation, maintenance and 
repair activities for commercial or industrial AC systems; OR a full range of activity for residential systems) 
 
___  Helper/Trainee/Apprentice (have been closely supervised in performance of work such as installation of some 
parts, routine maintenance, and/or repair activities for commercial/industrial or residential AC systems) 
 
1d.  PLUMBING EQUIPMENT INSTALLATION, MAINTENANCE, REPAIR, AND TROUBLESHOOTING. 
 
___ Expert (independent performance of a broad range of installation, maintenance, repair, and troubleshooting 
experience for a wide variety of commercial or industrial plumbing equipment, including irrigation or non-standard 
systems and/or instructing others in these activities.) 
 
___ Journeyman (independent performance of a full range of installation, maintenance, repair, and troubleshooting 
for standard commercial or industrial plumbing systems) 
 
___ Skilled Worker (performance under general supervision of a variety of standard installation, maintenance and 
repair activities for commercial or industrial plumbing systems; OR a full range of activity for residential systems) 
 
___  Helper/Trainee/Apprentice (have been closely supervised in performance of work such as installation of some 
parts, routine maintenance, and/or repair activities for commercial/industrial or residential plumbing systems) 
 
1e.  ELECTRICAL EQUIPMENT INSTALLATION, MAINTENANCE, REPAIR, AND TROUBLESHOOTING. 
 
___ Expert (independent performance of a broad range of installation, maintenance, repair, and troubleshooting 
experience for a wide variety of commercial or industrial electrical equipment, including irrigation or non-standard 
systems and/or instructing others in these activities.) 
 
___ Journeyman (independent performance of a full range of installation, maintenance, repair, and troubleshooting 
for standard commercial or industrial electrical systems) 
 
___ Skilled Worker (performance under general supervision of a variety of standard installation, maintenance and 
repair activities for commercial or industrial electrical systems; OR a full range of activity for residential systems) 
 
___  Helper/Trainee/Apprentice (have been closely supervised in performance of work such as installation of some 
parts, routine maintenance, and/or repair activities for commercial/industrial or residential electrical systems) 
 
1f.  Do you have a current valid Universal CFC Certification?   __ Yes     __ No 
       (If yes, please attach a copy.) 
 
1g.  Do you possess a Second Grade Stationary Engineer’s License?  __ Yes     __ No 
       (If yes, please attach a copy.) 
 
1h. Do you have a current valid Commercial Driver’s License (Class B or higher)?  



        __ Yes     __ No  
 
If yes, please attach a photocopy of the license and check any of the following endorsements you may also have: 
       __ Air brakes 
       __ Double or triple trailers 
       __ Passenger 
       __ Tanker vehicles 
       __ Hazardous materials 
         __ Tanker vehicles that carry hazardous  
 
Please check any of the following vehicles you have experience operating. 
       __ dump trucks  
       __ front end loaders 
       __ road graders 
       __ skid loaders 
       __ tractors, and similar vehicles for snow removal 
 
If you do not currently have a CDL, class B or higher, do you currently have a CDL learner’s permit?   ___ Yes          
___ No   (If yes, please attach a copy.) 
 
If you do not currently have either the CDL or a CDL learner’s permit, do you have a current, valid state-issued 
driver’s license?     ___ Yes          ___ No 
 
 
1i. Are you able to lift and carry 50 pounds or more without assistance?   __ Yes     __ No 
  

 
2.  Ability to lead a team. 
 
Please indicate the types of leadership experiences you have had in trades work.  Check all that apply.  Feel free to 
add any additional information that amplifies your leadership abilities. 

__ Have had no leadership experience. 

__ Provided technical leadership on a short-term or project basis for project teams (for example, in work methods, 
procedures, setting the pace, etc.) 

__ Provided technical leadership on a long-term basis for a permanent work team (for example in work methods, 
procedures, setting the pace, etc., as a lead worker or crew leader). 

__ Provided both technical and administrative supervision as a foreman (e.g., technical as described above, plus 
approving leave, assigning and reviewing work, counseling, etc.)  
 
3.  Knowledge of equipment assembly, installation, repair, etc. related to the work of this position. 
 
3a.  Please check all of the following that apply with respect to your knowledge of equipment assembly, installation, 
repair and other aspects of various types of heating equipment.  Feel free to add any additional information that 
may amplify your knowledge or experience. 
 
__ I have knowledge of gas-fired boilers. 
__ I have knowledge of hot water and steam circuits. 
__ I have knowledge of split heat pump systems. 
__ I have knowledge of pneumatic controls. 
__ I have knowledge of oil-fired furnaces 



__ I have knowledge of propane heaters. 
__ I have knowledge of resistance heaters. 
__ I have knowledge of electric water heaters. 
 
3b.  Please check all of the following that apply with respect to your knowledge of equipment assembly, installation, 
repair and other aspects of various types  of air conditioning equipment.  Feel free to add any additional 
information that may amplify your knowledge or experience. 
 
__ I have knowledge of commercial or industrial air conditioning systems. 
__ I have knowledge of residential air conditioning systems. 
__ I have knowledge of laboratory refrigeration systems. 
__ I have knowledge of the following air conditioning systems components (check all that apply). 
     __ compressors  
     __ thermostats  
     __ pressure controls  
     __ contactors  
     __ relays  
     __ condensers 
     __ reversing valves  
     __ check valves  
     __ defrost controls  
     __ electronic controls 
     __ circuit boards 
     __ capacitors 
     __ electric motors 
     __ refrigeration tubing  
     __ fan motors 
     __ I have knowledge of pneumatic controls for AC systems.   
     __ I have knowledge of  centrifigual chillers over 150 tons. 
     __ I have knowledge of centrifugal chillers under 150 tons. 
 
 
3c.  Please check all of the following that apply with respect to your knowledge of equipment assembly, installation, 
repair and other aspects of various types of plumbing equipment.  Feel free to add any additional information that 
may amplify your knowledge or experience. 
 
__ I have knowledge of various types of pipes and connectors. 
__ I have knowledge of sinks and drains. 
__ I have knowledge of hot and cold water lines. 
__ I have knowledge of toilets and urinals. 
__ I have knowledge of common landscape irrigation systems (such as drip or sprinkler systems) and their 
components. 
 __ I have knowledge of automated landscape irrigation systems and their components. 
 
 
3d.  Please check all of the following that apply with respect to your knowledge of equipment assembly, installation, 
repair and other aspects of various types of electrical equipment.  Feel free to add any additional information that 
may amplify your knowledge or experience. 
 
__ I have knowledge of electrical systems related to heating systems. 
__ I have knowledge of electrical systems related to air conditioning systems. 
__ I have knowledge of electrical circuits and breakers. 
__ I have knowledge of electrical switches. 



__ I have knowledge of various sizes of electrical wires and their use 
__ I have knowledge of high voltage gear switches. 
__ I have knowledge of high voltage electrical panels. 

 
4.  Ability to perform the technical practices (theoretical, precise, artistic) related to the work of this position. 
 
4a.  Please check all of the following items indicating your experience with technical practices related to heating 
systems.  Feel free to add any additional information that may amplify your experience. 
 
__ I have repaired and maintained gas-fired boilers. 
__ I have made firing rate adjustment using flue gas analyzers. 
__ I have experience troubleshooting hot water and steam heating circuits. 
__ I have repaired and maintained low-pressure steam and oil-fired hot water boilers 
__ I have installed pneumatic controls. 
__ I have repaired and calibrated electronic controllers. 
__ I have conducted boiler water analysis and added chemicals as needed. 
__ I have overhauled and repaired boilers and boiler plant equipment (burners, pumps, air compressors, fans, 
motors, feed water regulators, low water cut-offs, motor generator sets, programmers, magnetic switches and relays, 
etc.) 
__ I have repaired and maintained split system heat pumps. 
__ I have repaired and maintained oil-fired furnaces. 
__ I have repaired and maintained propane heaters. 
__ I have repaired and maintained resistance heaters. 
__ I have repaired and maintained electric water heaters. 
 
4b.  Please check all of the following items that apply indicating your experience with technical practices related to 
air conditioning systems.  Feel free to add any additional information that may amplify your experience. 
 
__ I have repaired and maintained commercial or industrial air conditioning systems. 
__ I have repaired and maintained residential air conditioning systems. 
__ I have repaired and maintained laboratory refrigeration systems. 
__ I have experience troubleshooting air conditioning systems components (for example, compressors, thermostats, 
pressure controls, contactors, relays, concensers, reversing valves, check valves, defrost controls and circuit boards, 
capacitors, electric motors, refrigeration tubing, fan motors, refrigerant charging, etc.) 
__ I have installed, calibrated, serviced, and operated pneumatic controls (controllers, sensors, actuators, etc.) 
__ I have maintained, operated, and repaired centrifigual chillers over 150 tons. 
__ I have maintained, operated, and repaired centrifugal chillers under 150 tons. 
__ I have performed water testing and treatment for AC systems. 
 
 
4c.  Please check all of the following items that apply indicating your experience with technical practices related to 
plumbing work.  Feel free to add any additional information that may amplify your experience.  
 
__ I have experience installing and repairing sinks, drains, and similar equipment. 
__ I have experience troubleshooting and repairing plumbing leaks. 
__ I have experience working with various types of pipes (PVC, copper, iron, etc.) 
__ I have experience installing, repairing and troubleshooting components of a drip of sprinkler irrigation system. 
__ I have experience installing, repairing, troubleshooting, and programming components of an automated irrigation 
system. 
__ I have experience repairing flush and mixing valves. 
__ I have experience clearing drains. 
__ I have experience installing and repairing toilets or urinals. 



4d.  Please check all of the following items that apply indicating your experience with technical practices related to 
electrical work.  Feel free to add any additional information that may amplify your experience. 
 
__ I have experience installing new wiring. 
__ I have experience troubleshooting electric circuits. 
__ I have experience replacing electrical switches. 
__ I have experience sizing wires and breakers for circuits. 
__ I have experience changing light fixture ballasts. 
__ I have experience working with high voltage electrical equipment. 
 

5.  Ability to interpret instructions, specifications, etc., (includes blueprint reading). 

Please indicate in the space provided only the highest level of experience as described below for each of the 
following types of instructions or specifications.  Feel free to provide one or more examples that demonstrate your 
ability to properly interpret instructions and specifications. 

1 – Follow or interpret this type of instruction or specification for simple or routine operations. 

2 – Follow or interpret this type of instruction or specification  

3 – Interpret this type of instruction or specification for my own use in performing complex types of work (such as 
equipment assembly, acting in instances where policy may not be clear, etc.) 

4 – Adapt this type of instruction or specification to fit the task or situation. 

5 – Write or instruct others in this type of instruction or specification. 

__ Oral instructions: 

 

__ Written work orders: 

 

__ Computer Software manuals: 

 

__ Manufacturer’s guides/specifications/technical manuals: 

 

__ Standard operating procedures (SOPs): 

 

__ Blueprints: 

 

__ Electrical schematics and diagrams: 

 



__ Administrative policies and guidelines: 
 

 
6.  Ability to use and maintain tools, equipment, and measuring instruments used in the work of this position. 

The following addresses your knowledge and skill level to use and maintain tools, equipment, and measuring 
instruments.  Please write the number of the following statement that BEST describes your level of skill in the use of 
tools and measuring instruments associated with the indicated trade or activity.  Please feel free to provide 
examples in the space provided. 

1 – Have not used any of the tools/equipment/measuring instruments associated with this trade/function. 

2 – Use(d) tools/equipment/measuring instruments associated with this trade when chosen by others 

3 – Independently select(ed) the proper tools/equipment/measuring instruments for jobs in this trade/function. 

4 – As necessary, independently make/made substitutions of tools/equipment or found other means of measuring 
items associated with this trade/function. 

5 – Serve(d) as a technical expert to others on the use of tools/equipment, and measuring instruments associated with 
this trade/function. 

 ___  Heating systems installation, maintenance, repair and troubleshooting 

     Examples: 

 

 

___ Air conditioning systems installation, maintenance, repair and troubleshooting 

 

 

 ___  Plumbing 

     Examples: 

 

 

___ Electrical work 

     Examples: 

 

 

___ Electronic tools (such as personal digital assistants, facilities management systems and computers): 

     Examples: 



 

 

__ Other tools, equipment, and/or measuring instruments you wish to highlight:  (Please list and/or describe) 

 
 

 
7.  Knowledge of materials used in the work of this position. 
 

The following addresses your knowledge of materials used in the trades associated with this position.  Please write 
the number of the following statement that BEST describes your level of knowledge of the materials associated with 
the trades of this position.  Please feel free to provide examples in the space provided.  (Materials would include 
such things as water treatment chemicals, pipes of different materials, wires of different materials, various types of 
solder, caulk, sealants, refrigerants, etc.) 
 

1 – Have not used any of the materials associated with this trade. 

2 – Use(d) materials associated with this trade when chosen by others 

3 – Independently select(ed) the proper materials for jobs in this trade. 

4 – As necessary, independently make/made substitutions of materials associated with this trade. 
 
     ___ Materials used in heating systems installation, maintenance, repair, and troubleshooting 
 
     Examples: 
 
 
 
 
     ___ Materials used in air conditioning systems installation, maintenance, repair, and troubleshooting 
 
     Examples: 
 
 
 
 
     ___ Materials used in plumbing equipment installation, maintenance, repair, and troubleshooting 
 
     Examples: 
 
 
 
 
     ___ Materials used in electrical equipment installation, maintenance, repair, and troubleshooting 
 
     Examples: 
 
 
 



 
 
Are you a U.S. citizen?  ___ Yes          _____ No 
 
 
I certify, to the best of my knowledge and belief, all of the information on and attached to this application is true, 
correct, complete, and made in good faith.  I understand that false or fraudulent information on or attached to this 
application may be grounds for not hiring me or for firing me after I begin work, and may be punishable by fine or 
imprisonment.  I understand that any information I give may be investigated. 
 
 
 
__________________________________________     _______________________ 
Signature                                                                          Date 
 



Other Important Information 
 

Benefits Package: 
A Benefits Package is authorized for this position.  Additional information about Federal benefits can 
be obtained at www.usajobs.opm.gov/ei61.htm. 

 
Veteran’s Preference: 
For further details, call the U.S. Office of Personnel Management (OPM) at 703-724-1850 or TDD 978-
461-8404.  Select General Information on the Federal Employment Policies and Procedures, and then 
Veteran’s Preference and Special Appointing Authorities for Veterans.  Visit their VetGuide website at 
http://www.opm.gov/veterans/html/vetguide.asp. 

 
Relocation Expenses: 
Payment of relocation expenses will be determined in accordance with P&P 412.5, Recruitment and 
Retention Incentives and Other Special Pay, Sections 6 and 7, as amended by Bulletins 03-402 and 05-
412.5, which may be found at http://www.afm.ars.usda.gov/ppweb/412-05.htm#H10.  See also 
http://www.afm.ars.usda.gov/hrd/staffing_recruit/reloweb.htm. 
 

Financial Disclosure Requirement: 
Federal employees are subject to prohibitions against officially dealing with outside organizations in 
which they have a financial interest.  You may be required to submit a financial disclosure report if 
hired for this position.      
 
False statements: 
If you make a false statement in any part of your application, you may not be hired; may be fired after 
beginning work; or may be fined or jailed. 

   
Optional Form 306, (Declaration for Federal Employment): 
If you are selected for this position, you will be required to complete this form before an offer may be 
made. 

 
USDA Surplus/Federal Displaced Employees: 
USDA Surplus/Federal displaced employees must submit documentary evidence of eligibility.  Well 
qualified surplus and displaced employees within the local commuting area will receive selection 
priority as provided by OPM regulations.  Well-qualified means the applicant meets the basic 
qualification and eligibility requirements and all selective placement factors; is rated above minimally 
qualified against the KSAs or quality criteria; and is able to satisfactorily perform the duties of the 
position upon entry.  Applicants must submit the following: 

1) a copy of your RIF Separation Notice or Certification of Expected Separation or other 
documentation indicating that you are a surplus employee; 

2) evidence of full performance level of current position; 
3) a copy of your most recent performance appraisal; and 
4) a copy of your most recent SF-50, Notification of Personnel Action, to verify reassignment 

eligibility. 
 

Selective Service System: 
Males over age 18 who were born after December 31, 1959, must have registered with the Selective 
Service System (or have an exemption) to be eligible for Federal employment. 



 
Reasonable Accommodation: 
Reasonable accommodation may be provided to applicants with disabilities.  If you need a reasonable 
accommodation for any part of the application and hiring process, or have questions regarding 
reasonable accommodation and/or accessibility for any part of the application and hiring process, please 
contact the Disability Program Manager on 202-720-6161 or through the DC Relay Service on 202-855-
1234 (TDD).  The decision to grant reasonable accommodation is made on a case-by-case basis. 

 
Civil Rights Policy Statement: 
The U.S. Department of Agriculture (USDA) is an equal opportunity employer and provider.  
Discrimination is prohibited in all USDA programs and activities on the basis of race, color, national 
origin, gender, religion, age, disability, political beliefs, sexual orientation, and marital or family status.  
(Not all prohibited bases apply to all programs.)  Persons with disabilities who require alternative means 
for communication of program information (Braille, large print, audiotape, etc.) should contact USDA’s 
Target Center on 202-720-2600 (voice and TDD). 

 
To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, 
Whitten Building, 1400 Independence Avenue, SW, Washington, D.C.  20250-9410 or call 202-
720-5964 (voice and TDD). 



 

If application packages do not contain all of the requested information, you may lose consideration for the 
job.  To help you ensure your application fully outlines your qualifications and eligibility for this position, 
please submit the following documentation.  

 □ Optional Form 612 (Optional Application for Federal Employment), SF-171 (Application for Federal  
 Employment), Resume, Curriculum Vitae, or other document outlining your qualifications (Go to  
 http://www.opm.gov/forms/html/of.asp and scroll down to obtain the OF-612). 

 The following information is required of all applicants: 

 □ Announcement number, title, and grade(s) of the position  

 □ Full name, mailing address (including zip code) and day and evening phone numbers (with area code) 

 □ Social security number 

 □ Statement that you are a U.S. citizen (if not using the OF-612 or SF-171) 

 □ Copy of DD Form 214 (Certificate of Release or Discharge from Active Duty) (if claiming veteran’s 
preference) (Visit the following web site for additional information:  
http://www.opm.gov/employ/veterans/html/vetguide.asp    

 □ SF-15 (Application for 10-point Veteran’s Preference) plus the support documentation required by this 
form (if claiming 10-point veteran’s preference) (Go to the web site at 
http://www.opm.gov/forms/html/sf.asp to obtain form.) 

 □ Paid and non-paid work experience related to the position.  For each period of work experience include: 
  ___Job title 
  ___Series/grade (if Federal employment) 
  ___Duties and accomplishments 
  ___Employer’s name and address 
  ___Supervisor’s name and contact information 
  ___Starting and ending dates of employment (at least month & year) 
  ___Number of hours worked per week  
  ___Salary 
  ___Indicate if we may contact current supervisor/employer 

 □ Other job related information, such as training courses (title & year); skills (e.g., other languages, computer 
software/hardware, tools, etc.) 

  ___Certificates/licenses (current) 
  ___Honors, awards, and special accomplishments 
  ___Supplemental questionnaire if applicable (usually for Federal Wage System positions - WG, WL, WS) 

 □ Copy of college transcripts (if qualifying all or in part on the basis of education for this position) (If you 
have non-conventional education, e.g., foreign study, continuing education units, life experience, etc., go to 
the web site at http://www.opm.gov/qualifications/SEC-II/s2-e4.htm#e4a and look under the heading 

http://www.opm.gov/employ/veterans/html/vetguide.asp


“Other Education” for information governing acceptability of this type of education.) 

 □ Copy of SF-50 (Notification of Personnel Action) to verify possession of competitive civil service status (if 
you are a current or previous federal employee) 

 □ Copy of most recent performance appraisal (if you are a current federal employee) 

 □ Second copy of application package (if the position is open to candidates outside the federal government 
AND if you are a current federal employee or a candidate with reinstatement eligibility and wish to be 
considered under both merit promotion and competitive examining procedures). 

 □ Support documentation for eligibility for special hiring authorities, such as disability, Peace Corps service, 
etc.  (If you have questions about whether you are eligible for a particular hiring authority, please call the 
servicing HR specialist or visit the web site at http://www.usajobs.opm.gov/a2.htm and scroll down to the 
subject heading, “Category”.) 

 □ Support documentation if you are a USDA surplus or federal displaced employee (See pertinent section 
under “Other Important Information” below.) 

 □ Self-certification of typing speed (if required as a basic qualification for the position) 

 □ While not required, a separate response to the required knowledge, skills, and abilities (KSAs listed under 
Specialized Experience) and Selective Placement Factor(s), if present, for this position may better highlight 
your specific qualifications for this position.  (For an explanation of KSAs, go to the web site at 
http://www.ars.usda.gov/careers/whatksa.html ). 

If this is your first time applying for a federal job, or if you wish to view more detailed information about  
various aspects of applying for federal jobs, go to http://www.opm.gov/forms/html/of.asp and scroll down to 
access the Office of Personnel Management (OPM) Optional Form 510.
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